
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

� Designated under Conflict of Interest Code.

� Duties require participation in the DMV Pull Notice Program.

� Requires repetitive movement of heavy objects.

� Performs other duties requiring high physical demand.  (Explain below)

� None

� Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY                                                                                                                      CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):
� None � Supervisor � Lead Person � Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	concept25PS373APG2: Under the supervision of the Staff Services Manager I (SSM I), the Staff Service Analyst (SSA) is responsible for performing research and data extractions and analysis for the In-Home Supportive Services (IHSS) Program utilizing the Case Management Information and Payrolling System II (CMIPS II) which includes system documentation regarding recipient and provider case processing, payrolling, and information retrieval.  CMIPS II is the processing system used to process approximately 519,000 recipient and 431,000 provider cases and over 5 million payment transactions yearly.  
	responsibilities26PS373APG2: 30%  Participates in gathering and compiling IHSS data needed to provide payroll transactions, case load analysis and projections. This includes compiling program assumptions, developing IHSS base data sets, preparing data that reflects policy changes as needed, as well as assessing economic, demographic, and social variables.  Works with management, other state agencies, counties, and program stakeholders, to interpret/implement and perform Case Studies of Fair Labor Standards Act (FLSA), Senate Bill (SB) 855 and SB 873, changes in addition to  supporting CalHR data requests (collective bargaining).  Responsibilities include pulling and analyzing the associated data for inclusion in monthly management reports and applying general research and methodologies to run data queries.

20%  Prepares written responses to questions and inquiries regarding program data from program stakeholders, counties, as well as control agencies such as the Department of Finance and the Legislative Analyst Office. Drafts informational Notifications, All-County Letters (ACLs) and All-County Informational Notices (ACINs), and other correspondence to communicate with internal and external stakeholder audiences; monitor ACLs, ACINs and other communications to identify changes that may indicate the need for revisions to CMIPS and the development of legislation changes.

20%  Participates in creating spreadsheets using various statistical historical reports to answer and address inquiries from various sources such as CalHR and other Stakeholders. This also includes developing and maintaining databases as well as utilizing various software packages such as, Statistical Analysis Software (SAS), Access, Excel and WEBI.

20%  Assists the lead with research on more accurate methods of compiling data, and development of more accurate data information systems, sources, and studies designed to measure various aspects of the IHSS program. Prepares memoranda and statistical reports on the less complex issues. 

10%  Other duties as related to the IHSS CMIPS II supporting the Adult Programs Division.
	supervision27PS373APG3: The SSA receives supervision from an SSM I. 
	administrative28PS373APG3: None.
	personal29PS373APG3: The SSA frequently meets with the Branch Chief, Bureau Chief, and Departmental managers.  Works closely with other members of the Branch and periodically with other areas of the Adults Program Division.  The AGPA is required to respond frequently to control agency’s data requests such as the Department of Finance, CalHR, Health and Human Services Agency and the Legislative Analyst Office.
	actions30PS373APG3: The SSA is responsible for the preparation of IHSS program data and supporting analysis used to prepare the IHSS program policy and budget. If the data is extracted incorrectly both the department and other stakeholders will be using inaccurate data to build the program policy budget and assessing program costs, which has a direct effect on the CDSS budget. Failure to use good judgment in researching and handling sensitive and confidential material and in imparting information could result in misspent program dollars, litigation against the department or information being released to unauthorized persons in violation of State and federal law.
	other31PS373APG3: The SSA is expected to demonstrate proficiency in providing qualitative analysis and work in a team setting and/or lead capacity.  This work requires the utilization of statistical techniques and computer applications and the writing of descriptive and qualitative narratives to complete the necessary reports.  The SSA is expected to utilize  computer resources including Microsoft Excel and Access, in the application of these techniques.

The data analyses prepared by the Adult Programs Branch are the foundation for the IHSS portion of the Governor’s Budget as well as other legislation, and are therefore subject to legislative schedules and time frames.  In order to meet such deadlines, there are times throughout the year when mandatory overtime becomes a requirement for the analysts in the Branch.
	concept25PS373A_2PG2: Under the direction of the Staff Services Manager I (SSM I), the Associate Governmental Program Analyst (AGPA) is responsible for performing research, data extractions and analysis for the In-Home Supportive Services (IHSS) Program utilizing the Case Management Information and Payrolling System II (CMIPS II) which includes system documentation regarding recipient and provider case processing, payrolling, and information retrieval.  CMIPS II is the processing system used to process approximately 519,000 recipient and 431,000 provider cases and over 5 million payment transactions yearly.  
	responsibilities26PS373A_2PG2: 35%  Gathers, analyzes, and compiles extremely sensitive IHSS statistical data that involves technical issues, system reports, ad hoc tools, applications anomalies and data validation needed to provide complex payroll transactions, caseload analysis and projections.  As the lead this includes but is not limited to; compiling program assumptions, developing base data sets, preparing data to support policy changes, assessing economic, demographic, and social variables.  Utilizes statistical techniques, develop forecasts, project and estimate future fiscal impacts on IHSS program activities.  Prepares memoranda and statistical reports for Management explaining data findings and to present suggestions for improvements to the current design for a more accurate data information system.  Works with management, other state agencies, counties, and program stakeholders, to interpret/implement and perform Case Studies of Fair Labor Standards Act (FLSA), Senate Bill (SB) 855 and SB 873, changes in addition to supporting CalHR data requests (collective bargaining) ensuring the integrity of all data provided.  Responsibilities include pulling and analyzing the associated data for inclusion in monthly management reports and applying general research and methodologies to run data queries.
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